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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Sue Sims
	SUPERVISOR'S CLASS: CEA Level 4
	personnel analyst: 
	personnel date: 
	PERCENT OF TIME: 










35%








30%








	activity: POSITION SUMMARY:
Under the direction of the Executive Officer, the incumbent performs a variety of complex analytical   assignments for the California Water Commission.

ESSENTIAL FUNCTIONS
This position requires incumbent to work cooperatively with others, maintain consistent, regular and predictable attendance, and exercise good judgment in a high profile environment. The specific duties are:



Research, write and compose agenda item summaries. Develop and analyze reports containing statistical information as requested for monthly Commission meetings, annual and other reports for the Commission, Executive Officer and the public.  Draft high-level correspondence, press releases, Governor’s Approval Requests and other documents as required. Respond to inquiries from CWC members, the public, and other government agencies, both verbally and in writing. Provide guidance to other staff members and coordinate correspondence and public and governmental inquiries. Ensure that Commission members meet requirements for Fair Political Practices Commission Form 700 reporting and Ethics Certification. 

Provide analytical support and serve as liaison for the Stakeholder Working Group to support the development of statutorily required Regulations and associated Guidelines for the public benefits of water storage projects. Develop materials and supporting documentation for stakeholder meetings. Attend and facilitate meetings and report activities to Commission members and staff. Travel as required for intrastate meetings and Commission activities.   


	classification: Associate Governmental Program Analyst
	appointee: Vacant
	dwr position number: 0150-5393-900
	sap personnel no: TBD
	sap position number: 50022289
	division: Executive/California Water Commission
	mcr: I     
	percent 2: 15%






15%





5%


	activity2: Develop and maintain the Commission web site and database tracking systems. Function as the Commission's web site Content Manager by researching, monitoring, and editing the web site on a regular basis to ensure it contains current informational links, documents for required public comment, meeting transcripts and agenda material, and Commission member information. Post applicable documents on the Commission web site on time, in accordance with the Bagley-Keene Act.

Provide support to the Staff Services Manager in preparation and management of the CWC budget. Support the management and administration of the Commission’s contract matters.  Perform contract research, analysis, review and processing.  Establish cost objects for CWC as necessary.  Develop and maintain CWC policies and procedures. Use SAP as necessary to assist the Staff Services Manager.

Coordinate with DWR staff to plan and organize State Water Project inspections. Analyze Commission activities pertaining to the State Water Project to draft and edit the Commission's annual review of the State Water Project.


KNOWLEDGE, SKILLS AND ABILITIES
Knowledge of:
- CWC activities and responsibilities 
- SAP Logistics modules
- California and DWR contracting  and budgeting policies and procedures

Ability to:
- understand, learn, and proficiently use electronic data processing systems; 
- analyze data, draw sound conclusions and present ideas and information effectively, both verbal and written
- gain and maintain the confidence and cooperation of those contacted during the course of work
- reason logically and exercise good judgment in dealing with job-related issues

Skills to:
- interact with various levels of staff and management in a professional and courteous manner
- speak before groups for the purpose of providing information, conducting meetings and explaining departmental procedures and policies

SPECIAL REQUIREMENTS
Travel within California may be required.
Must possess a valid California Driver's License. 


	supervisor name: Sue Sims
	employee name: Vacant


